Procurement & Payables

kg King County

How to
Request a New Solicitation

1. Log in to Procurement Administration at
procurement.kingcounty.gov/ProcureAdmin
* Your username is your email

* Your password stays the same - it doesn’t automatically update
when you change your computer password

» Email procurement.web@kingcounty.gov
to request a username and password

2. Select Service Requests (left) — S wdol. Sery

3. Select Solicitation (center) King County Procurement Administration

You're in: Procurement Administration » Service Requests
4. Se|eCt the Seerce Optlon tO te” us Procurement Administration PCS S . Cat i
. = ervice Categories
what kind of contract you want Cservice reaquests
(GOOdS or TeChnlcal) equest rorm Select a service below to begin the request process.
View Requests Go to PCS Intranet for detailed information about PCS services.
Waiver Log
1 Solicitation Management :
5. Provide a summary of what you need, Procurement and Contract Services
. . Roster Solicitations
InCIUd I ng " Procurement Databases
My Account Subcontracting/Apprenticeship Opportunities
* Title Ermail Analysis Worksheet (SOAW)
Misc Management Create Oracle Contract A
. greement
* Project manager Admmin Management
i ltem Master Record
. Activity Reports
+ Contact info

Rosters Waiver

« POETA code
« Estimated annual value
* Funding type

* One-time buy or ongoing contract Learn MOI'e

6. Attach the specifications, scope of work, Procurement 101 Training
or identify a prior procurement number FREE | 1st Wednesday every month

procurement.web@kingcounty.gov | (206) 263-9400



